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The Langusge Development Progrem, first Groups as follows:
aznounced about four months ago, is begiming

to show concrete results. Employee interest Group 1 -
mt:fmmnmmmmar Group I 7% 25X1A
sericud language students has incressed Group III 3%

steadily each month in spite of hot weather
and the popular preference farﬁumr vacstions. The remsining men-languages are scatiered
among 56 other languages snd currently sre
Of particular interest is the rapid progress not desigmated by—or payment of
in compiling s relisble inveatory of the swards. v
mttinshnwwm&mlm The
ioventory is a key feature of the Language All the date reflected here was reported
mm&mmummcﬁﬁo&m and compiled within the first eight weeks )
the lLangusge Data Record (Form ¥o. ) used- efter sanouncement of the Program. It is
by individuels to report their current foreign estimsted that the entire inventory may be

W &m:llities. coapleted by 1 Noveober if individusls
/ — continue th:;.: splendid gsupe?tim in
tu- abou ~ completing Language Data Record.
et e ot 408 af the Creantsaticnte Physically, the inventory will be maintained
Tag gnaee Ianguage Date on punched cards and these can be used to
(LU e ey 215 Teported no capabili produce rosters of personnel by forelgn

reported at least langusge competence sz well as to permit
T g g mfim mmay i various studies and sualyses useful to
Rl e M one management. The rellability of the
e S m;? wgdﬂf maa-languaces”  inventory will be kept at a high level as
individuals by 25%.” ' = result of langusge proficiency tests

Not all the competence reported, however which usually will be undsrisken
is of a skill-level sufficient to be mxu:.,' by all those sctive in the Program.
and after elimination of this category from :
the total it wes found that alightly more then

ecapetence of practical value is the Klementary
level snd is as deacribed by the
statements numbered 4" throughout Paxrt II of
therm%)

It is of interest alsgo that members of the
Organization have reported at least some
competance in a total of 91 different langusges.

However, only 35 of the 39 d’simm _
ol of awsrds were included. . i ¥l
Misslng, all from Grm II, are » Cambodian, —

Watmmmlmn,tmw
nan-langusges is distributed among the langusge

;
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 for VRr:ous ield positions; to a maximm of two hundred and fifty
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umen mm IN THE FIELD uight be restricted to cases somevhat
” S A beneath his profeasional abilities.
The Office of Traiming hes recently com-

pleted & survey of the general problem of , Qf Present sourses of training at
languege training for Field employees in /ﬁ‘dqwteu ean produce competences of
« At the request of the divieion - “lavels 2 and 3 in spesking and reading,
concerned, OTR sent to ] ore of its starting from the beginning, but are not
seientific linguists from the staff of the long enough to produce lavel k.

and Area School for a first-hand

sppraisel of the efficacy of the present £+ ¥ Types of langusge training actit

langusge training activities both Fities in the Fleld include courses for
at_ ¥eadquarters and in the Feld. This foreigners at loosl universities, courses
survey, vhich lssted four wesks, had as at extension universities, courses at

{ts main objectives: compercial institutions, and lessons with
- : private tutors. Volunteer language
41% To apsess the lsngusge requirements students sre reimbursed by the Organisatior

dollars & year. The statisties show,
{2{ To determine the adequacy of present  however, that volunteer programs are very

,ﬁeaqwrtera Aangusge training in fitiing seldom continued long enough or inten-
employees for these positions; sively encugh to produce more than a .
- \ Isvel 2 or meintain more than a Ievel 3.
33{ To asce n the nature, extent, Those who stert such programs at Level 3 |
and sdequacy of Field language trainipg only very rarely rise to Ievel k, even
aotivities; and vhen in addition they are engesged in daily
: work requiring use of the language. There
£4§ To make recommendations for the " is a rather widespread notion that s man
fature. 25X1A  who knows some I - or ¥hatever the

— langunge is - has only to go to the
The report prepared at the conclusion of the eountry, work with natives for a while,

survey is sumgariged here for the information .eméd perhaps do s 1littls study, and his
of all ¥eld gtetions, for, although this language competence will sutomatically
report deals with only, the problem rise rapidly to the highest levels.
itself is of very general interest. Except in & very few rare cases, however,

this is & misconception. Unless the
§1F Intermedtate competence (Level 3 of wan in question is extracrdinarily gifted,
the Orgsnization’s standard langusge proficiency and unless be has had sound prelimimary
rating scale) in[l is essential not only ' +training, he will under such circumstances
‘for & great many operationsl positions bubalsc inerease his vocabulary to some extent

for many administrative, support, and other and learn to understand the language o
eumployees. ’ better, but the chances of ralsing his |
; , oversall coopetence from Level 3 to

{ﬂ% Advanced nowibative competence Level b ars very slim.
{level &) is essential for wost operationsl
officers. It is possible for such an officer {5} For the ruture, two main recommen-
%o function fairly setisfactorily in some dations are made: |
aases at a lower level of competence; but & .
other cases demand & higher langusge competence, A< At Meadquarters the present

which means than an otherwise capable officer 20-week full-time basic [ course
should be immedistely followed by & 25X1A
SECRET
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10-week full-time intermediste course

designed tcﬁimprove language skill and

using for this purpose materisl on N
gontaining important knowledge for the 25X1A
prospective Field Prficer. This recommen-
dation has now been put into effeect, and

the firat guch course is scheduled to bagin

1% October 1957.

- .~ b. In the Feld there should be
established a language Treining Center for
the primary purpose of presenting sdvanced
language training in the form of intensive
and rigorously supervissd practical use In
the native environment. This fenter would
have as its primary 824 'fhe production of
ILevel 4 speakers of S, a¢ 1t 18 the
present paucity of level 4 speakers which
is the (rganiration's most pressing langusge
problem. This recommendation is under con-
;ideratian end is being discussed with the

eld.

8ince the publication of the report
sumsarized above, there have Leen indica-
tions of interest ffom other divisions as
well, and a similar survey of lsnguage
training procblems ls now being planned for

25X1A
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EMBROERCY RELOCATION PIANKIRG

During the past three years the Fresident
has been euphasizing the importance of emer-
gency ralocation planning for Govermmentael \
uarters activities in the gation's capital. bV
"Planning and preparednegs for operating the e
axecutive branch of the{fove nt at reloca- o
tion sites outside the seat of overnment, in
svent of emergency, have been moving forwerd
rapidly and effectively. The vital necessity
for continuity of Covernment under the most
extrene circumstances of emergency, including -
sueny attack, is now understood throughout
the Qovernment.

All departments and agencies have selected
snd equipped their emergency relocation sites
to carry on their respective missions and
functions in time of smergency. The plans
and the sites have been given tests from time
to time to insure that they are adequate and
opexable. Simce 1954 the entire Government
hes engaged esch year in one large simultanecus .
sxercise sestdng all of the emergency plans okl b frole &
and facilities, and timed tc coincide with M (: T
public tests of civil-defense organizations. =~~~ M
Toese tests have shown steady luprovement on the
pert of the /&ecutivaﬁrmh a8 a vhole.

The indoctrinstion of personnel and the prac-
tice involved in the annual exercises have made
the participants and the public at large reloca-
tion comscious end have conditloned thenm to the
fact that they are cmpable of carrying out plans
which we hope circumstances will never force us
to iavoke. Planning and training continue, how-
ever, in order to insure that ihe metionml-zeat
of Covernment.ls alvays abreast of the times and
. of sny Jeveloprment that might occur.

""‘“‘“he" aéﬂmﬂa <
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ﬁﬁud‘m mwmmmm
and ayprove thase drawings snd retum any
Wmmummﬂm;um

in eeder that he can procesd, or schednle,
with the fian) working dravings which ve
sxpect to receive by 1 April 1958. Allow-
WMMMMMMS.“&&

In an effort to expedite tiw
mu%nwn‘k vem laoning

Mﬂmtﬁrcﬁmwmwm-
mm mm“wﬂn
this preliminavy m(mw’&m.
m&mmm wve hope to

mowe the coepletion of the building severanl
morths cloper.

wmmmmw
ﬁmmmm;mmmmm-

ogress been necessary to
mmmumam:y Buailding

be Guffisiomt £o beils as mach Gpace a3 we
hnd origioally plamned. Some
operetional

support
elements, and sdninistrebive,
will bave te de Boused scmbare in town
for an Indefinite tiwe afier the min
headgasrters 1s completed and cecupled.
Under thess sircumstances we have beon
Torced to abandon the hope thet scme gpace
uight de avallable for commercial com-

cessions, mmusmmmhg
mm fmetiona)l elements as
oan be heused within the funls

svailadle. W have not antirely sbandcmed
the hope that  some arrangemests sy be
mde some time in the fudure to make some
sommreial fagilities avnilahlie on the |
property or aljecent to 1t. There are
pany problsms’ involved, however, and the
Wm?mmm )

ot 5
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.. GIVIL SERVICE RETIRBMERT

{This is the ’ﬂm of & series of articles on the liberaliged
@iﬂz Service Retirsment (C3R) Aet.))

,mm&mmmmm

mm;&mrmmqmmﬁt
have bad military servige, and the musher
is geowing daily as more velerans are

W&m&t&awm}.@wnm
called up for ssrvice.

A ousher of changes will he made in

~erediting the militery service of Federal

soployess. The provisions sre peris of
the new CHER Jaw snd the Pervicemen’s
and Vetersns' Survivor Benefits Act.

As of Jan. 1, all military perscnnel
on active duty or sctive full-time
rosarves will be by Bocial
Begurity's 0ld-Age and Burvivors Iosur-
sute {OASI) and will nave regular taxes
taken from thelr pay for it.

Also, military ssrvice efter that date

In some cases of widows of Yederal en-
ployees killed in the service, the OASI
benefits were larger but the vim, by m,
bed to take the CSR payments. After Jani 1,
these widows and others in the ssme situstion
will have the option of either C8R or QASY
prments.

mmtumwwmmmarm
military service prior to Janl 1, 1957, esn
have all of the service credited toward OS8R,
provided he'a not getting & military retire-
ment benefit on the sams service.

FUITURE SERVICE: mmlwnmnma
in the military after next Jas. 1 will earn
CABY eredits. If he or his widow or child
become eligible for OASI benefits on his
wage record, his military service won't count
towrd CSR.

He could also become eligible for CSR

can't be credited toward OS2 if the Pederal benefits sfter five yeers of eivilian service.

exployes is eligible for OASI benefits.

™he ove exception to that gensrsl rule
is the 1k days of military-leave-with-pay
sikich can be given sanually to Federal
saxplouyess to attend military reserve
training camps. This form of military

 service will comtinue teiaowi.‘beﬂ

macsa -

The following is an explapation of the
affect of the nev laws:

FRICR SERVICE: Gervice persopnel were

Wen b meets the regquirements of both systems,
e or his survivors will be paid benefits from
both CBR and OASI.

Hovever, if this sanme ¢ never q.ali.
fias for CASI benefits for himself or his widow
or child, then ths militery service can be
counted toward CSR.

PRIOR AND FUTURE SERVICE: This is military
service both before ead after Jan. 1, 1§57.

hcuatc!hinmth,mmmimmm

- gt QABI benefits based on militsry service

given free OASY eredits during WorB War II after that date, plus CHR benefits based on
and the Korean wer. mmmmmmnmymaﬁnmmmmwm

Ribited dual benefits for the same service; the same dste.

if 1t was counted toward CHR, it couldn't
also be counted toward GABI.

An alterpative plan would give
the survivor OASI benofits based on the total
ailitary serviee, both before and after that

SECRET
EOFORN
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duta, but mo C8SR denelits ¢could then be ige after m{l will be covered by m’
paid. but it, too, will be credited toward CER

' unless these persons' wage credits establiash
W FURLOUGH: After Jan? 1, for 4 eligibility for OASY bepefits.

for o)y five yesrs; after thal you are

ooisidered separated from the civilian

ssrvice. This does not affect any re-

employment righis you mey have. a\(b
. \\ «

fur Dec. 31 for
Miiitary ioughs sl 3@ T 0

anighiuinnille.

¥Yive years on that date. Military service
beyond that date wom't be counted for CSR

purposes unless the employee ister returns
to s givilian position.

pafore the new law, thers wms no limit
oo military service for which a former
eivilian could get CSR credit as long as
be was listed as 8 civilian employee on
s military furlough. As s result, under
esrtain conditions, the ssployee wes ziven
poth nilitary and CSR credits for the seme
service, and he could drav CER benefits on
the basiz of his willtary pay.

The esployee vho returns to his civilian
Job and retires under CSR will be eligibdle
for CBR credit for his military service
socording to the new law as explained above.

W M
MILITARY PAY: Ancther sectiocp in the new 1525 s
CER isv, snd this ws effective Ueti"lj,pro-

vides that for employees separated thereafter,

no military pay can be used to determine an em-

ployee's average salary in computing CSR benefits.

RETIRED MILITARY: In the Govermment'’se civilian
service are many retired military paople. When
iney retire under CSR, they may have their mili-
tary retirement pay stopped, credit their entlre
ailitary service towrd CBR and receive o some-
what larger CSR sonuity. s is an advantage,
of course, only in the exceptional case where
the CER anmuity is incresded by an smount which
exceods the retired wilitary pmy.

The military retirses can continue this prec-
tice under the new law. However; militsry sery/-
Approved For Release 2000/05/08 : CIA-EEP‘8-04724A000100050004-6
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ADMINISTRATIVE WORKLOAD

In the May-June issue of the Support
Bulletic we included & run-down of the

troad, general categories of suggestions
received in replies to Book Dispatch 202.

A= are uctively working on these sugges-
t.zns and feel confident that several
‘1provements can be mads. -Following 1s

4 uriel progress report on action taken

Lo tnese suggestions:

i. S3UGGESTION: The fipancial account-
1vy and reporting requirements placed on
srall grations constitute & hardship when

e are no financial specia.lilta attached
tr' 'ne suell /iit.ation.

This has long been a subject of
‘We have been

Jcacerrn to Headquarters.

vorking to make this tesk as simple as
practicable in recognition of the other
sunerous time-consuming tasks in the

smaller Stations, yet not sacrifice the

‘zssential elements of funds comtrol. We
cannot preacribe systems which would deny

tte ftation control of its funde, nor deny

Headquarters the assurance that this coatrol

is axercised. A li g.ed Class B Acoount-~

£

. and Reporting)gyeten I has
peen developed and recently published. The
crrsedure prescribed therein is little wmore
13971{2ult or time-consuming then maintaining
= personal check bock or. household account.
It provides for a rumning cesh receipts
anc disbursements journal posted during the
noatlh as transactions occur. At the end of
*ne month, that journal is pouched to Head-
1:arters with the receipts in support of
/unsactions entered. No ssparate report
‘e reguired, nor are transsactions apalyrzed
1 sammarizesd by allotment, fiscal year,
“hiect cless, etc., except as relates to
aivances wade and outstanding. It is felt
me.f such a journal would be kept in the
field even if no procedure vere presetibed,
since all custodians would want some record

of their payments made and a weans to control

and balance their cash and sdvances made.

Iimited s

Many field returnees have reviewed this

and, after its implementation,
1t should -afford the smaller ftations the
relief they expsct and degerve.

2. SUCGEITION:
Cash on Hand sppears

some ].ocationo.

——

The Monthly Cable of
to be a burden imat

ACTION: Beveral alternsatives have been
considered to replace the Monthly Cable

of Cash on Hand, but of the
numerous types of currency, currency
procuremsnt problems, size of inventory,
centraliged funding control,and other
related circumstances, we ha.ve not found
it prectical to eliminate this report for
all field installations. However, to
alleviate the burden on the field to the .
extent feasible.and in recognition of the
ng.and smell fipancial )
activity at soms)Stations, the new Class B
Accounting wvaives the requirement
for month-end cables of cesh balances wher:
the inve does not exceed the equivale:

of $25;000, R d(me.. b bt g éﬁmd )

3. SUGCBSTION: The treansmittal dis-
patches for self-explanatory forms, report:

aetc., should be sliminated.

ACTION: m- suggestion coincided with an
enpﬁy_ee'mw-tiw proposing a system for
transmitting such material under a separat
manifest called the “Hon-Accountable
Material Manifest'Form.™

A tast supply of these manifest forms
has been ordered and as soon as they are
received, they will be tried out in one
area. After a short trial period during
vhich 1t ie hoped any shortcomings will
be surta.ced, it is planned to install
this new salph procedure on & vorld/r“\?me
basis.

SECRET
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QUALIFICATIONS OF AN EXECUTIVE

A well xoows and successful adminlistra-
tor, in sddressing & group of promising
young executive tralnees, stated there
are a few commor quaelifications that can
be defined and which the exscutive of today,
and particularly the executive of tomorrow,
must have for success. He described these
qgualifications as follows;

First, Besponsibility

Ax exacutive mupt be willing and asble
to accept responsibility, and to keep a
cool head in the fege of smergency or trial.

Becond, Decision

An sxscutive mupt have the co.rage 2o
eake dacisicns and the capacity o make
econsidersdhly more right ones than wrong cnes.

Toird, lesdershin

An exec.tive wust possess the quality of

Issdarship. The day of the so-called hard-
boiled boss vho drives his wen has long since
passed. The exec:tive of today is absoclutely

dependent upon the cooperation and the loyalty

of the sssociates and Junior exstitives who
rapert things to him. He must have a broad
capssity for humen understanding, end 2
largs supply of eywpathy and tolerance.

Yourth, Peirness end Sincerity”

An exseutive must be able to deal with
mek Tairly, direetly and frankly. He must
_dusl straight from the shoulder with his
sssociates/in & wvay that will always lst
thu know vhere he stands.

Fitth, Broad View

An exscitive mugt possess the capacity
t¢ visualize the prodleme of his orgsnization
as & vhola, snd to coordinete its vario.s
agtivities toward s common cbjective. The
szscutive o does not have this feculty
soon Tinds himpelf s0 lest in the maze of

departimental problems that the major
destinies and purposes of his company
are well-nigh forgotten.

Sixth, Sense of Realities

An execitive must take nothing
for granted. He must have & passion
for getting sll the facts and all sides
of a matier before coming to s conclusion --
to see the prodles before he gives the
anaver. He must learn to have a higher
respect for mmthematics than he has for
spotionsl appeals.

Seventh, Energzy and Stamine

An executive must have s pecullsr
type of physical and mental enargy and
stanina,. Yo messures his work not ino
terms of time, but in terms of accomplish-
ment. But he must koow how to consarve
Ris epergy - to relax. Above all, he must
learn that no problem was ever solved by
WOrry. ‘

Eighth, Vision and Imegination

An execitive must be able to lock
forward. NHe must be able to gauge the
reactions of other people, with respect
0 events and developments. Every fact
anlevery circumstance of today wust be
weighed Dot only in the experience of the
pest but ealso {n the light of tomorrow.

Einth, Cherscter and Teoseity

An executive must have charscter to
command respect and temacity L0 emrry
thin&l through. He zust have "steying
power. Perhp; 1t might be dafined as
the mﬁml 16 be defested. This does
not mean blind studbbornness, or ignorant
grejudice which hangs on In the face of
impossible odds or ineccessible facts.

Tenth, Soo Oatlook

The sxscutive, if bes 1s 10 be suecens-
ful today and in the years abead, must

Approved For Release 2000/05/08 : Clm8-04724A000100050004-6 .
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bave & grasp of the social, politieal and
publie relations aspects - subjlects vhich
in Yygome days were considered outaide of
the field of the so-¢alled practical exscu-
tive. He must understand these aspects
veczuse ihey bave becows as lmportant in
menageaent today as the economic aspect.

BRI
vy Fk o
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Baveral recent de2isions of the Supreme
Court have caused a great deal of interest
generally and within the Organization.
While these decipsions can be s cause for
some concern %o this ard other organisa-
tions, their effect is not nesrly as far.
resching ss some newspaper stories would
hmve us dbelieve.

. In cbe cast the Supreme Court held that
in & oriminal action when the Government,
on the ground of privilsge, slects not to
comply with an order to produce, for the
acoused's ingpection and for admission in
svidence, relevant statements or reportr
in its possession, of Government vitneeses,
touching the subject matier of their
tantimony &t the trisl, the action sust
be disainsed,

e

Previously the accepted practice had
been for the Government to produce such
documents to the trisl judge for his
deternination of relevancy and materiality.
The Judge then decided whether or not such
documents had to be submitted as evidence.
The decision, therefore, creatss s precedent
caly inscfer as it requires the Uovernment
to pernit inspection of such documents by
the secused before determination of sdmissi~
bility by the Judge.

The deciaion goes only %0 the production
for inspection by the accused of reporis by
the witness Lo a (overnmment agency which
are o8 the same subject matter as his testi-

« The decision does not suthorise s

fishing expadition® by the sccused in the

filas of the Government agency copcerped
or of any other agendy of the Joverbment.
Bsither dces it require productiocn by a
Goverment sgency of reporis in its files
received from other Goverument sgencies.
ALl thit is required is production of
reports by the wiiness on the sawe facts
%o which he is testifying in court.

The press has given this declsion o
mtwatpubueitywthymmm.
Alarsist headlines bave indicated that
Covermment investigative and intelligence
agencies have been flung into chaocs. Such
agencies and the Congress in particulsr
are, of course, scmewhat concerned but
more over possidble future interpretations
brosdening the effect of this decision.
There is also the guestion of the effect
of ths possible spplication of this
decision in civil sstions.

This decision should have no effect
on the files of this Organizetion or on
the {nformation furnished us by cooperating
services abroad. Witnesseg are rarely
made available by this Organization and
then only after very careful considerstion
of the testimony they may be required to
give. Our information cannot be used sa
svidence unless we feel thet it can be
declassified, and the Head of the Crgeniza-
tion is charged by lew with the protection
of his sources from unsuthorized disclosure.
The Department of Justicm has sccepted
that the Director's decision in that regard
is final even if 1t seans inebility to
prosecute.

In another case, & Pepartment Hesd was
ordered 1o reimstate an esployee who had
been discharged under s special statutory
authority to terminate any employee whenever
the nt Head deems such termimation
necessary or sfvisable in the interests of
the Qovernment. The cass is of interest to
this Organisation because the statutory
authority relied upon was virtually identical
wvith that given by law to the Head of this
Organization. A review of the decision in-
dicates that it should bave no effect upon
our suthority. The reason is that the
ment Hend had issued regulstions governing
the termination of esployees under his
special suthority which required certain
procedures to be followed and hsd then
failed to follow the procedures. The Court
held that regulations validly preacrived

Approved For Release 2000/05/08 : CIA-RDP78-04724A000100050004-6
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by & Government sdministrstor are binding
upon him even vhen ihe administrative
action upder review is discretiomery in
nsture. The Head of this Orgenization
has not restricted by adalnistrative
regulation his unusual suthority to termi-
mts smployees. '

Other rscent decisions concern the Juris-
diotion of military courts over civilisn
dependents and the validity of sgreements
vetween cur country and other govermments
coucerning the trial of our military person-
nel by the courts of foreign ecountiries.
Prial of civilian dependents by military
eourts has been held unconstitutional and
the jurisdiction of military courts over
civilisn employees has been left in doudt.
The result is that such persommel theoreti-
eally mesy Bnot be subject to the jurisdiction
of any court in cases of crimes committed
sbroad. However, the practical effect
probedbly will be insistence by the foreign
governments in each case on the rignt to
sxercise their territorial Jurisdiction
and to try such offenders in their owmn
sourts. As a matter of law there iz no
guestiocn of their right to do se.

The most recent case of grest publie
interest coucerned s dispute over whether
our military courts or the courts of the
foreign moddtry involved have juriasdiction
to try a member of the military service for
& crime conmitted in thet country. The
defendant disputed the right of the military
%o vaive court martial jurisdiction and turn
hAim over to the foreign govermment for trial.
The Supreme Court has held that the provision
of the Status of Force Agreement permitting
a soldisr to be turned over to s foreign power
for trial im local courts is valid.
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prixting constant data and providing
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of puper crested and handled by cur Sovern~
sant sich yoar &t & cost of four Pilliom
dollars. Eowevar, paper and priating costs
are & comparetively small elsment of the
tmlwﬂtww The ik of
these costs are d, 1ike the bulk of
mm ?armésm to create
e i's share of these billiocns
&tm,ﬂmtmmw‘mm
spent to procons Anl file tham,. Itutm
is really necessery anl ia properly used
mmmwmnmmm
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Justifiable.
mmtmmt:dmmm
poses ia owr day-to=day work. Properly da-
E mummmxwmh
cmm ting requiremsnts to
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mant of the Orgaaisation, or to ereste new
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#mhﬁmm”:t&wm
e of papervork may grov 1o sxceed its real

value. Good . ASHNres
et costs forms are consistent w:th
thair demonstrated need.

Forms is an i&ag:ul'
of the tion's operatioms. M
such, It iz & m&m

orme

UENSCesSATY forms are avolded w emm._
By applying "life cycle® comtrols to the
Organization’s farms, more mampower, monsy,
and mmterisl can be conserved and the
program’s cbjective "MORE RFFICYENT OPERA-
TYIONS AT COST” cen be more fully
realized. However, maximum progras payoff
is only 1 ALL forms are managed
through their FULL 1ife cycle, fros creation
through disposition. This entails:

1. Elimimation of nofjéssential forms.

2. Comsolidatiop of forwms which per-
fors similar functions.

3. Use of standardised OrganisationsF
forms in lieu of loeally devised forwms.

k, mmmmwam*
able foame.

5. Mimdtm,mm

6. smmnm and standardisa-
tion of form aises and designs. .

T» Elimination and prevention of
wasteful printing and duplicating
mathods,

8. Procurement, storageand dfstri-
m of supplies im the most sffective
and sconomiea) manner possidle.

S. Vigilance ¥ paricdic reviev ot
all forms used, to sssist in fdentifics-
tion and solntion of fumoticeal ant

10, Promt reporting of

. Meporting unsatisfactory

@Mittm 40 t@m; suggestions
and ons for

m application of existing forms.

The Organization’'s Forms Mupagement

Approved For Release 2000/05/08 : CIA-RDP78-04724A000100050004-6

/3




e Approved For Release 2000/05/08 : CIA-RDP78-04724A000100v050004-6

maum of its Records
. !am:-ms;mh

Mamagoaent Progrem
WWM% in the field of

- Forne Daring the last fiscil
g mw,mzm
mmm stion's control system.

MWMM; smmmﬁt

of tectmical advice,
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mmmarm,masm
which frustraie typists becawse they're poorly
designed, and production of waneaded farms.

Propey manspesent sxd eantrol of forms presents
an sduinietrative challenge vhich can be met wnly
it each of us practices forws ssoegement., Fallwre
%o 40 so oan only resuli in o Duwrial under an
awmlanchs of paperwork.
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The gquestion is freguently ssked, vhy
the Organisation does not havwe a comsis-
sicoed service. This gestion was
thoroughly explored in 1951 and 19352 by
the Career Bervice Committee. It ves de-
cided at that time that the Crganisation
ceald not afford to drav a line between
comnissioned perscamel and all others.
The responaidility for protecting the
seeurity of the Qrganization's cperations
aad inforsmiion is shared by all and
smse stalus. A person thus becomes & mem-
bar of the Organisation staff by appoint-
mant action vpon entrance on duty. At the
mmmtthiams.nmmmﬁ

ne?mmt;wtmw
zhlttu thers sbould be a moare vital bond
undarstanding betweep thew and the Ox-
mﬁmwmwm The
mead wes met 3 August 1955 vhen the Curwer
Staff vas formlly launched at the Career
Conforence, vhich wes attended by the

Director, mm,mmmu

and over 600 of the Organisation,
The sresticn of the Career Staff imtroduced

e establishoent of the Caresr Stalf
wovidss & wified service vhich includes
all individuals vho bave desn with the Or-
Mﬁmt&%mwmmﬂo

bt the aslisetion eriteria of
ance, yperscomal conduct, aad
tant to mke & eareer with the Organisation.
e Bslection Board sade wp of senicr mem-
plications after they have been acted wpon
by the Coreer Service concerned and re-
viméhymmmadm There 1is
5o "blanketing in

By December 1954 a great many of the ap-
plications, thal were sent out in August

porform-

of in-

and to imdividuals who were
MMWWM
yrm:nc mm

first notifics mammm
Career Statf wves presanted to the Divester
at s coxescmyy bold in his offiee on 27
Apri) 1958, mmmwmmﬁ _
mﬁﬁm wﬁti e
mumzmmw map-
plications of the many perscms who simmi-
mwmwlemlhulﬁk
were acted upon during 155k, 1955 and 1956.
mwamﬂ.&uﬁmhmm:
cwrrent tasis.

As we celebrate the third ammiversary
of the catablishment of the Career Staff,
it is aignificant to amnounce thet more
than 99% cf those individumls who are
eligidle, having been with us for three
years, have made application for member-
ship. It is & credit to owr initial
recrulting effort that only a very smmll ‘
muber of cur foree 4id not meet the selec-
tion criteris for membership in the Career .
Staff. Substandard pexformance accommts
for most of the rejections and sssigoment .
to o Miferred status. A conaiderabls per-
centoge of thoge rejected have resigmed
from the Organizetion. On the other hand,
the Selsction Bosxd has been most grati-
Tied to note that & mjority of individuala
Placed in » deferred status have made sub~
stantial Laprovement in theilr work and
have been reccemended for acceptance in
the Cayesxr Staff.

Senior officials arve irmpressed by the

extent to which tion persoomel
bave officially & ted themselves to
& pursuit of an eareer and
have their belief that such

dedication is the mcet significant
factor in acoomplishing our OQrganizationts
nission.
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{adividuoals vho are o have been em-
ployed or affilisted with the Organi-
satiom. wmm,sgkwm
Soms m-—
mmmmmm
saiion's Tim-Your Cslebrstion and the
rout will Be held for presentation wn.
tﬁizwﬁmgm-
m * on
Awards sve presented by the Director
or the Divector at special ceve-
monies Beld in the office or
rooi of the Director. Mese presot-
tation curemonies are attonded
wmwmw i1y of
m&mlﬁrefﬁcmaar
. of the
ey 1 Miich e resiriemt o e
o e Dar
mmm:-wmwofﬂmmﬂfm
his retention.

The Homen Awnrds Progrom iz admin-
istered by the Homor Awsrds Boerd
mmarwmmmm

mmmmmm
The Soard reviews all reccomendations
Tor awards snd makes yecommendations
$o the Divector vho spproves the
granting of each averd,

Tontmstions for honor awards may be
mde by sny Organisation employee
rough offlelal chanmels. The pro-
codures PTer nominabting Individusls Por

This document is part of an integrated
fila. [t separated from the file it must ha
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reteins control of the individual end
places him in a deforread clsssification
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the reserve componant. Transfer overse
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wiless the bocks are kept straight, noti-
fioation from the reserve commnd to the
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Cane A, The Office of Persomnel will also
snaure that the Regorve command is inforwed
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the line superviscr to gee thobt thess csses
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prtme oversans with Selective Service and
Ragerve affaive in good oxder. Witk the
expansion of feperve progtess ani ¥k ten-
mfwwmthMaww
the wide - af progrems offered by the
mmvimmmwmmm,

this Yype of case 18 likely to show an In-
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Therefore, there axe two suthorities in-
mmmmh&Mmim
tiaad to those specified for Case B.
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vidonls, the local heard iz aotificd by the
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Brperience dhows that the individual
will mover be in & better positimm to face
mmmmmnm:y

Mim wmu
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y afber thay roceive his nsme from the o
Advios on axmvering this questien’
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